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Overview

The DHS lowa Birth Certificate Verification (BCV) System provides a way for income
maintenance workers and family planning clinic workers to request a birth record match
between the Department of Human Services (Department or DHS) with the lowa
Department of Public Health (IDPH). This system can be used to verify the birth of only
those clients who were born in lowa.

Data required to do a birth record search is sent to IDPH. IDPH then checks to see if
the person has a birth record on file with the State of lowa. A “Proof of Citizenship
Report” is then returned to DHS indicating either:

¢ “Valid,” if the lowa birth certificate meets the federal guidelines for validity, or

¢ “Invalid,” if the birth certificate does not meet the federal guidelines or an lowa
birth certificate is not found on file.

Towa Department of Hunan Services

Proof of Citizenship Report

Date Received: MMIDDICCTY
The Iowa Depiriment of Hinnan Services has received tie following information from the

Towa Drepartment of Public Health:

An lowa Birth Certificate search was performed for the following person

DHS State I EEEXEEEX
First Name: FIRST HAME
Aictale Namme Tuitial:

Last Name: LaiT HaME
Date of Birth: MM/DDWCCYY
Gender: M

Requested By: HEEX
County/ Office Code: XX

DHS Case Nombrer (TF Provided):

The rasults of the search indicated that an Iewa Birth Certificate exists for this individual and
meets the criteria required to provide Walid Proot of Citizenship for Medicaid eligibility.

IDPH Birth Certificate [D (If Found): ¥EEY-NNETE

Print a copy of the “Proof of Citizenship Report” and file it in the case record. Valid
reports can be used as verification of the person’s citizenship for Medicaid eligibility.

lowa Department of Human Services Employees’ Manual
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The “Proof of Citizenship Report” contains the following fields:

DATE RECEIVED indicates the date DHS received the record back from IDPH.
DHS STATE ID lists the person’s state identification number (I1D).

FIRST NAME lists the person’s first name.

MIDDLE NAMEZ INITIAL lists the person’s middle name or middle initial.
LAST NAME lists the person’s last name.

DATE OF BIRTH lists the person’s date of birth.

GENDRER lists the person’s gender.

REQUESTED BY lists the worker number of the worker who made the request.

® & & &6 O O o o o

CouUNTY/OFFICE CODE lists the county number and the office code of the worker who
made the request.

L 4

DHS CAse NUMBER (IF PROVIDED) lists the person’s DHS case number.

¢ IDPH BIRTH CERTIFICATE ID (IF FOUND) lists the IDPH birth certificate identification
number.

The BCV system has tool tips available to assist you in many places on the system. You
will see the tool tips by hovering over text entry fields.

Accessing the BCV System

Procedures for accessing the BCV system differ for clinic staff and for Department staff.

Clinic Staff

Obtain a user name and password from the Family Planning Waiver (FPW) system
help desk. Note: The same user name and password is not used for both the
FPW and BCV systems.

If you have difficulty with signing in or need your password reset, call
1-800-532-1174, or if in the Des Moines area, call 281-5703 for assistance.

Step Action

1 From your computer desktop, double click on your Internet browser icon.

lowa Department of Human Services Employees’ Manual
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Clinic Staff

Step

Action

2

Enter https://dhssecure.dhs.state.ia.us/BCV/ to get to the BCV CURRENT
USERS — SIGN IN screen.

A Fril prprine ARA Servic e - 880 Laygon - Microsoll Inberet Bxglores provided by State of Towa =1®1 ]
Fie Edt Vew Favortes Tooks Help

vk - 3 - QD) 3| Deach [alrvecres Greds |0 S &

nddress (]

s Wi Ay i sabe .t login g BV D] el ﬂ P .mu
DHS Birth Certificate Verification i

prise A&A What Is ARAT

. CREATE AN EORGOT .
SIGN IN ALLOUNT PARSWURD FORGOT 1D

Sign into DHS Birth Certificate Verification here,

Enter your Account [d and password to sign into DHS Birth
Certificate Verification,

aceount 1d: |
Password:

sign in | &

Account 1d Examples:

s firstname lastnameowad

o firstrame fastnameDowa.gov

s firstname.lastnameiwd.iowa.gov
« firstname.lastnamedhs. state.ia.us

Meed an Account?
Foraot 147

Wou are looking st $50 Lagon Traasaction 1d:  QREAGU =

[ 18 o interet

Enter your user name and password. Click the SIGN IN button to be taken
to the BCV HOME page.

T 1owma DHS Birth Certilicate Verificstion - Home - Microsoft Intemet Eplorer provided by State of Towa N IES
Pt Dt Vew Favortes  Took  Help
ok - - @ [F] QY| Dyseoch [alFovtes Piode | S [

[P P T e———————e-vp— ER

Whelcome Lo the

Towa Department of Human Services
Hirth Certificate Verification (RUV) System

This system ard the né cemation contaned In &
intended soirly Fre the L of suthorend Tows
Dot of Hustian Sewvicess megikiprars arad thee
mithniond desicrems. Ay unumdbuaiond i i
Erobibated

For mformation sbout Brth Certiicate verficaton
cuksade of Jowa, chek tutee

4 m T

Fand predl sl gk,
The SPIRS Help Dusk phay T2, FAXS13-Z81-TTRL.

[T T T kst

lowa Department of Human Services Employees’ Manual
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Department Staff

Department Staff

Follow normal security procedures to request access for a new Department
employee or to remove someone’s access from the BCV system.

To reset a password or change a login ID, contact the DHS, Network Help Desk.

Department staff use the following procedure to access the BCV system.

Step Action
1 From your computer desktop, double click on your Internet browser icon.
2 If the DHS Field Intranet site is your home page, proceed to Step 3.
If not, enter the address to go to that page. To do this, type
http://dhsintranet/field/ into the address box of the Explorer Address
field and press the ENTER key. The following screen should appear.
3 From the DHS Field Intranet site, click on one of the following three links

to display the web page containing the link to the BCV System:

¢ The >IM link located in the left navigational bar, or
¢ The lowa EBT card image located in the IM section, or
¢ The go arrow @ icon located in the IM section.

lowa Department of Human Services Employees’ Manual
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Accessing the BCV System

Department Staff

(userid@dhs.state.ia.us).

lowa Department of Human Services Employees’ Manual

Step Action
4 Click on the BCV icon or the link. The BCV CURRENT USERS — SIGN IN
screen will appear.
W Frilerprive Ak Service - S50 Logon - Microsoll Tnbernel Fplores provided by SLale of Tosa S IES
Fie Edt Wew Favortes Tooks  Help
ek - <+ - D [F] A3 Peeech Gireetss Greds 3|0 F 515 |
Address (] e - N T U WP T e — BV Dl vt =] PG | ks
DHS Birth Certificate Verification 9
p What Is ARAT
T PEEERaL EORGOT 10
Sign into DHS Birth Certificate Verification here,
Enter your Account [d and password to sign inta DHS Birth
Certificate Verification,
Account Id: I
Password:
Sign In 0.!
A b 1d Examples
f narne lastnarme owad
o firstname lastnameDiowa.gov
« firstname. izstnameiwd.iowa.gov
& firstname. fastname@dhs. state.1a.us
szun._aumu;
Forayt 1d?
=
& 715 [ eemet
5 Enter your user name and password.

¢ Your user name is your State of lowa e-mail address

¢ Your password is the same password you use to sign in to the
network. When you change your network password, you will need
to use your new network password to sign in to the BCV system.
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Click on the SiGN IN button to go to the BCV HOME page.

W 1owa UHY Uith Cestilicate Verification - Mome - Microsoft Intermet Liploner provided by State of Lows R - TES
Fle Edt Vew Foorkes Tok beo =
ek v = - D [F) A Dsewch [GiPevortes @reds 3| e @ =

ddress ] Petosidbusmouns, dhs. stabe s UCHDeF ok a5 =] @ s

Welcome to the
lowa Department of Human Services
firth Certificate Verification (RCV) System

Fer wdimration sl Bath Cortie e Varfe st
exikder of Toma, cheh bere.

= [ e

Navigational Links

Seven navigational links appear at the top of the screen in a blue bar. To access a
selected area, click on the link in the bar.

Home  NewReguest  Summary  TserGude FAQ  About

The navigational links are:

¢

¢

HoME: This link takes you back to the BCV HOME page.

NEw REQUEST: This link takes you to the NEw REQUEST screen, where client
information is entered to request a data match with lowa Department of Public
Health (IDPH) birth records.

SUMMARY: This link takes you to the SUMMARY screen, where you can select county
or worker to view a summary of all requests.

USER GUIDE: This link opens a new browser window with information on using the
BCV system.

lowa Department of Human Services Employees’ Manual
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¢ FAQs: This link opens a new browser window that displays frequently asked
questions about the BCV system.

¢ ABOUT: This link opens a new browser window with the version and publication date
of the BCV system.

¢ LocouT: This link will return clinic staff to the DHS HOME page and Department staff
to the lowa Department of Human Services HOME page. You will not actually be
logged out of the BCV system. You will be able to use the BCV system without
logging back in by clicking the link on the DHS Intranet IM page.

To log out of the BCV system, click on the ‘X’ in the top right corner of the DHS intranet

screen. Be sure that you are actually logged out of the system before leaving your
computer.

Information Screens

The Birth Certificate Verification system consists of three information screens, which are
used to search for state identification numbers and request IDPH to search for birth
record and provide worker requests summary and request details.

New Request

The NEW REQUEST screen is a scrollable screen, as seen in the following two
screen shots.

The NEW REQUEST screen consists of seven sections:

DHS Worker Information or Clinic Worker Information
Search by State ID

DHS Information

Individual Information

Mother’s Full Maiden Name

Comments

Submit Your Request!

® & & 6 & o o
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New Request

a Iowa DHS Birth Certificate Yerification - New Request - Microsoft Internet Explorer provided by State of Iowa

File Edit Yiew Favortes Tools Help

Back + = - D 4t | Qhsearch [Favorites  &Media (4 | B S =

Address I@ https:j/dhssecure, dhs.state ia, usibow/DHIWorkerNewrequest. aspx

Logged in as:usend@dhs state ia.us

Birth Certificate Verification - New Request

B DHS Worker Information
Worler Count;

Worker Mumber/MName
- select ong — j

Search by State ID
State [D

Search
Clear Form and Search Again

B DHS Information
FPriority

& Normal (Reviews
€ High (New Application/[FPN renewalilowaCare renewalledically Needy recertification)

Case MNurnber (optioral - used only to group rrultiple requests together)

a Towa DHS Birth Certificate Yerification - New Request - Microsoft Internet Explorer provided by State of Iowa

File Edit V“iew Favorites Tools Help

$=Back v = - ) at | Qhsearch [GlFavorites iMedia 4 | B-S ==

Address I@ https:{{dhssecure.dhs. state. ia.0s by [DHSWorkertewrequest . aspx

B Individual Information

Information on file with DHZ
Last Mame First Mame Crender Date of Birth

Information as it appears on hirth certificate
Last Mame First Mame Iiddle Name, if known  Gender Date of Birth

| | | select one — 7] | ]

County of Birth
l_y—_’ County/City lookup tool
- select one - |

B Mother's Full Maiden Name
IVother's IWaiden Last MName Iother's First Mame Iother's Widdle Name, if known

B Comments

B Submit Your Request!

Before you sybrmit your request please double-check all entries for correctness and make any corrections!

Please select one of the following options:

Submit this request

Submit this request and carry-over case number to the next request

Submit this request and carry-over case number and mother's maiden name to the next request
Cancel this request

=l

[& [T 1S [ mkemet

lowa Department of Human Services Employees’ Manual
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DHS Worker _Information or Clinic Worker _Information

For Department staff, this section contains two fields that use dropdown
boxes for staff to select the appropriate information. The fields are:

¢ WORKER COUNTY, used to select the worker’s county number.
¢ WORKER NUMBER/NAME, used to select the worker’s number and name.

For clinic staff, this section contains the following fields:

¢ WORKER CLINIC displays the worker’s clinic name. This is system-
determined based on the account ID and password entered in the Sign In
screen.

¢ WORKER NUMBER/NAME is used to select the worker’'s number and name.
Based on the account ID and password of the person signing in, the
system will display a dropdown box listing all worker names and numbers
within that family planning agency for the worker to choose from.

Search by State ID

Before submitting a new request to IDPH, search for the person’s state
identification number. Informational messages that occur in this section will
appear to the right of the STATE ID field.

This section contains one field and two links as follows:
¢ STATE ID is used to enter the person’s state identification number.

¢ SEARCH is used to search the DHS system for the number entered.

¢ CLEAR FORM AND SEARCH AGAIN is used to clear out all fields except the
worker and county, so that a new request may be initiated.

Results for a state ID search will be one of the following:

¢ A state ID match is found in the DHS system. BCV will enable the
following sections for worker entry:

e DHS Worker Information

e Individual Information

e Mother’s Full Maiden Name
e Comments

e Submit Your Request!

lowa Department of Human Services Employees’ Manual
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The state ID-related data will automatically pre-fill the Individual
Information section.

¢ A state ID match is not found in the DHS system. You will receive an
informational message that says “State ID not found.”

¢ The state ID number has already been entered in the BCV system. You
will receive an informational message that says, “There is a request on file
for this State ID with a status of” (current status) “by” (User ID that
submitted the request) “for worker” (worker ID).

1. Thereis a request on file for this state ID with a status of Requested
by IDOUGH@DHS.STATE.IA.US for worker CMOO — John Smith

2. There is a request on file for this state ID with a status of Requested
by FP7777 for Clinic Worker FP7777.

Contact the worker whose identification number is listed so you can share
the information obtained from IDPH.

¢ The state ID number is present in the citizenship system. You will
receive an informational message that says, “Record found for this State
ID in the Citizenship Database.”

Check Automated Benefit Calculation (ABC) system or FPW to see what
the entries are for citizenship. If there are entries already in the
citizenship database, there should be no need to request information
through BCV.

¢ There are problems with the citizenship database. You will receive an
error message that says, “Problems with the Citizenship Database.”

e If you are an IM worker, contact the SPIRS Help Desk.

e If you are a family planning clinic worker, e-mail the IFPN Help Desk at
IFPN@dhs.state.ia.us.

¢ A technical system error occurs when looking up the state ID number in
the DHS system. You will receive an error message that says, “System
Issue — (Error Number) Please contact SPIRS at 1-800-645-2987 or at
281-3572 if in the Des Moines area.” Please call SPIRS and report the
error message and number.

lowa Department of Human Services Employees’ Manual
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DHS Information

This section is used to determine the priority of the request to be sent. It
contains two selection circles and one field as follows:

¢

NORMAL is selected when processing reviews. The system defaults to
“Normal” priority.

HiGH is selected when processing new applications, lowaCare renewals,
lowa Family Planning Network renewals, and Medically Needy re-
certifications. Make the selection by clicking in the circle.

CASE NUMBER is an optional field used to enter the case number when you
needs to group several birth record requests from the same household
together. Enter case numbers without dashes. Note: This field is not
visible to clinic workers.

Individual Information

This section is used to enter the information to be used in the search process.
It is divided into the following subsections:

¢

Information on File with DHS

Information on file with DHS displays the information currently on file for
the person with requested state identification number. The fields in this
section are “read only” and cannot be changed. They are:

e |LAST NAME displays the person’s last name.

e FIRST NAME displays the person’s first name.

e GENDER displays the person’s gender.

e DATE OF BIRTH displays the person’s date of birth.

Information as It Appears on Birth Certificate

Fields in the “Individual Information as It Appears on Birth Certificate”
section may or may not be pre-filled. All pre-filled fields can be changed.
Changes in BCV will not change the state ID data. Update state ID
information in ABC in the usual manner.

Enter or change information about the client as the client believes it
appears on the birth certificate. Required fields are: LAST NAME, FIRST
NAME, GENDER, DATE OF BIRTH, and COUNTY OF BIRTH.

lowa Department of Human Services Employees’ Manual
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New Request

Change the name, if appropriate. Enter the middle name if it is known.
The date of birth cannot be a future date. Examples:

‘Elizabet’ is pre-filled in the FIRST NAME field because DHS systems do
not allow a first name to be greater than eight characters. Change
the first name to ‘Elizabeth’ before submitting.

‘Jerry’ is pre-filled in the FIRST NAME field but the client’s given name
is ‘Gerald.” Change the first name to ‘Gerald’ before submitting.

The fields and link are:

LAST NAME is where the last name is entered or changed.
FIRST NAME is where the first name is entered or changed.
MIDDLE NAME, IF KNOWN is where the middle name is entered.

GENDER is where the gender is entered or changed by using a
dropdown box.

DATE OF BIRTH is where the date of birth is entered or changed. Click
on the calendar icon located to the right of this field to open it and
select the applicable month, day, and year of birth by using the
dropdown boxes or scroll arrows.

COUNTY OF BIRTH is where the county of birth is entered, using a
dropdown box.

CoOuUNTYZCITY LOOKUP TooL is used when a client knows the town or
city the client was born in, but does not know the county. Clicking on
this link will open a new window for www.RootsWeb.com. Be sure to
enter IA as the state you are searching, or the system will return cities
for every state.

lowa Department of Human Services Employees’ Manual
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Mother’s Full Maiden Name

The fields in the “Mother’s Full Maiden Name” section are:

¢ MOTHER’S MAIDEN LAST NAME
¢ MOTHER’S FIRST NAME
¢ MOTHER’S MIDDLE NAME, IF KNOWN

Enter the mother’s full maiden name. This is a vital piece of information used
to search for an lowa birth record match. Complete all fields, if possible, and
pay close attention to the correct spelling of each name. For example: If a
mother is known as ‘Margie’ but her given name is ‘Margaret’, enter
‘Margaret’ in the FIRST NAME field.

Comments

Use the “Comments” section to include additional information that might aid
IDPH in the search (up to 450 characters). For example:

¢ The father’s name, or

¢ A birth certificate number from an unofficial copy of the client’s birth
certificate.

IDPH may send back comments that will show in the COMMENTS field.
Between the IDPH comments and the DHS/FP comments, you will see:
*** BEGIN DHS COMMENTS ***,

Submit Your Request!

Double-check entries for correctness and submit a request by selecting the
applicable option.

¢ When a request is submitted and the request is successful, a pop-up box
is displayed that says, “Request was submitted for State ID”. Click on
“OK” to go back to the system.

¢ When a request is submitted and the request fails, a pop-up box is
displayed that says, “Request failed for State ID.” Click on “OK” to go
back to the system.

¢ When a request is canceled, a pop-up box is displayed that says, “Request
was canceled for State ID.”

lowa Department of Human Services Employees’ Manual



Title 14: Management Information Page 14
Chapter C(2): Birth Certificate Verification (BCV) System Information Screens
March 30, 2007 New Request

This section contains the following option links:

¢ SUBMIT THIS REQUEST is used when there is a single request. Clicking on
this link submits the data and returns a blank NEW REQUEST screen.

¢ SUBMIT THIS REQUEST AND CARRY-OVER CASE NUMBER TO THE NEXT REQUEST
is used when a DHS user has several clients in the same household, some
with different mothers, and wants to request and receive verification for
the group together. To do this, a case number must be entered in the
“DHS Information” section.

Clicking on this link submits the data and returns a NEW REQUEST screen
with the case number entry displayed and the “Mother’s Full Maiden
Name” section blank.

¢ SUBMIT THIS REQUEST AND CARRY-OVER CASE NUMBER AND MOTHER’S MAIDEN
NAME TO THE NEXT REQUEST is used when the DHS user has several clients
in the same household with the same mother and wants to request and
receive verification for the group together. To do this, a case number
must be entered in the “DHS Information” section.

Clicking on this link submits the data and returns a NEW REQUEST screen
with the case number and “Mother’s Full Maiden Name” entries displayed.

¢ CANCEL THIS REQUEST AND RETURN is used to cancel any entries and
returns a blank NEW REQUEST screen.

Note: Clinic workers will not see the CASE NUMBER field in the “DHS
Information” section. Not all of the options are displayed in the “Submit Your
Request: section. The footer will also change to display family planning clinic
information.

lowa Department of Human Services Employees’ Manual
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Summary Screen

The SUMMARY screen is used to view previously submitted requests and to print
the “Proof of Citizenship Report.”

2} Iowa DHS Birth Certificate Verification - Summary - Microsoft Internet Explorer provided by State of Iowa =0 |
File Edit Wiew Favortes Tools Help ﬁ
dBack + = - (D ) | Qisearch [EFavarites Meda (F | - S = =
Address I@ https://dhssecure, dhs.state iz usfboy Viewst atusInfo, asps j @Gu Links **

P> -
. F
i
v« Department of Human Services
Logged in asuserid @dhs state ia.us . . . .
Birth Certificate Verification - Summary
Home  New Request  Summary  User Guide FAQ's  About Logout]
Select a Worker Count: Select a Worker NumberMame
Help with Status Definitions
- gelect one - ¥ I selact one - j
Send prablems, comments, or suggestions regarding this site to DHS, SPIRS Help Desk,
The SPIRS Help Desk phone number is 1-800-845-2987, Inthe Des Maines area call 281-3572, FAX 515-281-7791,
This system works best with Internet Enplorer £.0 or higher,
all material Copyright @ State of Towa, 2006
]
[ & 4 ntemet

=]

This screen contains the following fields and link:

¢ SELECT A WORKER COUNTY is used by DHS staff to select the applicable county
from a dropdown box. Note: Clinic workers will see the field CLINIC NAME. It
displays the name of the family planning agency, which is system-determined
based on the account ID and password entered in the SIGN IN screen.

lowa Department of Human Services Employees’ Manual
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¢ SELECT A WORKER NUMBER/NAME is used by DHS and clinic staff to select the
worker name and number from a dropdown box. The dropdown box lists all
worker names and worker numbers within that county or family planning
agency. The system will maintain the selected user information until the user
selects a new worker county and worker name and number or exits BCV.

¢ HELP WITH STATUS DEFINITIONS is a link that opens a new HELP WITH STATUS
DEFINITIONS window with the status definitions listed. Close the window by
clicking the CLOSE HELP link located in the lower left corner.

Once you have selected your worker number and name, the SUMMARY screen
updates with your submissions information. The SUMMARY screen will
automatically display all records, by requested status, submitted by the worker.
The number of records found is displayed.

/) Towa DHS Birth Certificate Verification - Summary - Microsoft Internet Explorer provided by State of ITowa ;Im
File Edit Wiew Favorites Tools  Help ‘-
GaBack v = - (D 2 ‘ Phsearch  [FFavorites  GlMedia 4 | By S =
Address [@] https:jdhssecure. dhs. state . usjbcv ViswStatuslnfo, aspx | @co |Links >

Logged in as: userid @dhe state ia.us

Birth Certificate Verification - Summary

Select a Worker Counts Select a Worker MumnberMame . n
77 - Palk vl CWIBS - DIRK JACKSON = Helo with Status Definitions
Records to Display

[ Requested ¥ In Process ¥ Processed I¥ Comgpleted Refresh List

Mumber of records found: 7

View | Delete | Print| State ID | DHS First Name | DHS Last Name | Case Number | Citizenship ¥Valid? | Status | Priority | Edit | ReSubmit
State 1D | DHS First Name | DHS Last Name | Lase Number | Citizenship Valid? | Status | Prionty

Wiew Delete 081476%E VAL MNGUTEN J29601000 Recuested Mormal  Edit
Wiew Delete 2231457C TRUY NGUTEN J39601000 Requested MNormal Edit
Wiew Delete 2417819E CHARLES WATERS Recuested  Mormal  Edit
Wiew Print 1165841D ADAM MOEREDOCE Tes Completed IMormal
Wiew Print 2152606C JOSEPH BEUSH Tes Processed  IMNormal
Wiew 15557218 TERRANCE JACESON InProcess ITormal

Send problems, comments, or suggestions regarding this site to DHS, SPIRS Help Desk,
The §PIRS Help Desk phone number is 1-200-645-2987, Inthe Des Moines area call 281-3572, FAX 515-281-7791,
This systern works best with Internet Explorer 6.0 or higher, —
all material Copyright @ State of Iowa, 2008

&1 [ 13 s internet
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The “Records to Display” section is used if you want to view only certain statuses.
This section contains the following status choices and links:

¢ ReQUESTED will display requests that have been submitted to IDPH for
verification.

¢ IN Process will display requests in process at IDPH.

¢ PRrocesseD will display requests on which IDPH has sent verification back to
DHS.

¢ CoMmpLETED will display verified requests that have been printed.

¢ REFRESH LIST is the link used to refresh the SUMMARY screen to display only
the selected status choices.

The system automatically defaults to display all records for all statuses. If you
want to view only a portion of the records, deselect the status or statuses of the
records you don’t want to see displayed. Once you have made your selection,
click REFRESH LIST.

For example, you could choose to see only your requests that are currently in
process at IDPH and those that have come back from IDPH but that have not yet
been printed. You would deselect “Requested” and “Completed” and click on
“Refresh List.”

The bottom of the page displays the selected records. Each page can display 20
records. When more than 20 records are available, there will be page numbers
listed at the bottom of this section. Click on a different page number to go to that
page. The displayed records section contains the following fields:

¢ VIEW is enabled when a birth certificate verification request has been made.
Click on VIEW to see the DETAILS screen for the person selected.

¢ DELETE is enabled if a record has a “Requested” status. Clicking on this will
stop the birth certificate search.

¢ PRINT will display only for a request that has a status of “Processed” or
“Completed”. This option allows you to print the “Proof of Citizenship Report”
for filing in the case file.

¢ STATE ID is the state identification number of the person for whom a birth
certificate search is being requested.
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¢ FIRST NAME is the first name of the person associated with that state ID

number. Since the ABC system matches the state ID number, the name
displayed will not exceed eight characters.

LAST NAME is the last name of the person associated with that state ID
number. Since the ABC system matches the state ID number, the name
displayed will not exceed 13 characters.

CAsSE NUMBER is the DHS case number that the state ID number is associated
with. This column is visible only if a case number was submitted in previous
searches.

CiTizENSHIP VALID? displays the result of IDPH’s search of the vital records.
Results are:

e YES. The information provided by IDPH verifies the client’s citizenship for
Medicaid eligibility.

e No. Either IDPH cannot find an lowa birth record based on the information
provided, or the record found cannot be used to prove eligibility based on
federal guidelines. You must either provide more complete information and
resubmit the request or verify citizenship by another method.

Note: Once a “No” response is printed, the system changes the status to
“Completed” and changes the background color to dark gray on the
information line.

STATUS displays statuses that match your choice in the “Records to Display”
section. By default, records in “requested,” “in process,” “processed,” and
“completed” status are displayed.

PrIORITY displays the selection that matches your choice in the “DHS
Information” section on the NEW REQUEST screen. Choices are:

e Normal

e High Priority

EDIT displays the edit link for the selected state ID number. This column is
only displayed if you have requests with a “Requested” status.

ResuBMIT displays the resubmit link for the selected state ID number. This
column is displayed only if you have requests with a “Completed” status and a
“No” response in the “Citizenship Valid?” column.
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You have the option of sorting the records by column heading categories of: State
ID, First Name, Last Name, Case Number (DHS staff only), Citizenship Valid?,
Status, or Priority. Click once on the column heading to sort the list in descending
order of the entries in that column, or click twice for ascending order.

Details Screen

The DETAILS screen summarizes the information submitted to IDPH and the result
of the IDPH search of the vital records. This screen is scrollable, as seen in the
following two screen shots.

a Towa DHS Birth Certificate Yerification - Details - Microsoft Internet Explorer provided by State of lowa - |E‘ ﬂ
File Edit ‘iew Favorites Tools  Help |
daBack + = - (3 7at | Qisearch  [ElFavorites Media (% ‘ B S =
Address I&j https: f{dhssecure.dhs.state.ia. us/bov/viewstatusDetall, aspx j @Gn Links *

i, -_ A
Logged in as: userid@dhs state ia ns . . . . .
Birth Certificate Verification - Details
Home  Mew Requesi  Summary  User Guide  FAQ's  Aboui
State [D Priority Current Status Citizenship Valid?
[1a38721D [Marmal [completed [res
0 Individual Information on file with DHS
Last Mame First Mame Gender
[MATHERS |waLTER M ||
Date of Birth
074101978
B Individual Information submitted
Last Mame First MName Widdle Mame Gender
[MATHERS |waLTER | Miale
Date of Birth County of Birth Caze Mumnber
[o711011878 [77 - Palk |Je5820000
O Mother's Full Maiden Name
Mother's Maiden Last Name Mother's First Mame Mother's Middle Name
MATHERS ILOLA FRANCES
B wWorker Information
Waorker Number Worker County ﬂ
—_— —_—
&1 Done [ [& & rternet
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Information Screens
Details Screen

a Iowa DHS Birth Certificate Yerification - Details - Microsoft Internet Explorer provided by State of i |ﬂ |5|
File Edit Wiew Favortes Tools Help E
$Back + = - (D 7t | Qisearch [E|Fsvorites (EfMedia £ | B S5
Address @] https:JJdhssecure. chs.state is.usfbey ViewStatusDetai .aspx | Pee ‘ Links *

=
B wWorker Information
Worker Number Waorker County
ICMES 77 - Polk
B lowa Department of Public Health Information
Birth Certificate on File Yes/MNo Birth Certificate Key MNumber
IYes |1978-19349
Drelayed Registration Date
H Miscellaneous Info
Requested By Date Requested Date Request sent to IDPH
|USERID@DHS.STATE IAUS IQQSQDDB 2:03:18 P |DE!!’25;QDDE
Last Modified By Date Last Modified Receved from [DPH on
[UsERID@DHS STATE I8 Us [av27 72006 B:50:55 Am Jparz7 12008
& Comments
REASSIGNED BY userll ON Sep 26 2006 S:37A4M =
..7*% BEGIN DHS COMMENTS =%%
2|
[

[&E1 none

T T8 (@ tnrermet

Fields on this screen are view-only and cannot be changed. The fields are:

¢

*
¢
¢

STATE ID displays the state identification number submitted for the search.

PRIORITY displays the priority request.

CURRENT STATUS displays the status of the request.

CITIZENSHIP VALID? displays the determination of whether or not a birth
certificate may be used to prove citizenship according to federal guidelines.

In the “Individual Information on File with DHS” section, the fields are:

LAST NAME displays the person’s last name.
FIRST NAME displays the person’s first name.
GENDER displays the person’s gender.

DATE OF BIRTH displays the person’s date of birth.
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¢ In the “Individual Information Submitted” section, the fields are:

e LAST NAME displays the person’s last name.

e FIRST NAME displays the person’s first name.

e Middle Name displays the person’s middle name.

e GENDER displays the person’s gender.

e DATE OF BIRTH displays the person’s date of birth.

e COUNTY OF BIRTH displays the person’s county of birth.

e Case Number displays the person’s case number. Viewable by DHS staff
only.

In the “Mother’s Full Maiden Name” section, the fields are:

e MOTHER’S MAIDEN LAST NAME displays the mother’s maiden last name.
e MOTHER’S FIRST NAME displays the mother’s first name.
e MOTHER’S MIDDLE NAME displays the mother’s middle name, if submitted.

In the “Worker Information or Clinic Worker Information” section, the fields
are:

e WORKER NUMBER displays the worker’'s number.

e WORKER COUNTY displays name of the DHS worker’s local office.
Or:

e Clinic Worker Number displays the clinic worker’s number.

e Clinic Name displays the name of the clinic worker’s family planning
agency.

In the “lowa Department of Public Health Information” section, the fields are:

e BIRTH CERTIFICATE ON FILE YES/NO displays whether or not a birth
certificate can be used to prove citizenship based on federal guidelines.

e BIRTH CERTIFICATE KEY NUMBER displays the birth certificate key number.
e DELAYED REGISTRATION DATE displays the date of the delayed registration.
In the “Miscellaneous Info” section, the fields are:

e REQUESTED BY displays the e-mail address of the worker who submitted the
request.

e DATE REQUESTED displays the date the worker submitted the request.

e DATE REQUEST SENT TO IDPH displays the date the request was sent to
IDPH.
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e LAST MODIFIED BY displays the e-mail address of the worker who last
modified the request.

e DATE LAST MODIFIED displays the date the request was last modified.

e RECEIVED FROM IDPH displays the date IDPH electronically returned a
response to DHS.

¢ The “Comments” section displays any comments submitted by DHS or clinic
workers that were returned from IDPH concerning this verification.

Edit Request Screen

The EDIT REQUEST screen is used to edit or update requests with a “Requested”
status and to resubmit requests with a “Completed” status and invalid citizenship.
Some of the fields on this screen are read-only and cannot be changed. This is a
scrollable screen as shown in the following screen shots:

/3 Iowa DHS Birth Certificate ¥erification - Edit Request - Microsoft Internet Explorer provided by State of Iowa ==X
File Edit view Favorites Tools  Help ﬁ
=Back -+ = - @ ot | @Search (] Favarites @Medla Qs | %' & =

Address I@j https:/idhssecure. dh: ¥ j 6o | Links >

Logged in as: nseridi@dhs. state ja.us

Birth Certificate Verification - Edit Request

Home  New Bequest  Summary  User Guide  FAQ*

Bl DHS Worker Information

Worker Counly Worker Mumber/hame

|77 - Palk = rm0s - USER ID =l
State TD

State 1D

IDBM?BQE

B DHS Information
Priority

@ MNormal (Review)
 High (Mew Application/IFPN renewal/lowaCare renewalMedically Needy recertification)

Case Mumber (optional - used only to group multiple requests together)

B Individual Information

Information on file with DH3
Last Name First Narme Gender Date of Birth

NENRED [vm F 120121570

Information as it appears on birth certificate
Last Name First Mame Iiddle Mame, if known Gender Date of Birth
T I T I

r
[& [ [& 4 mrernet
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Information Screens
Edit Request Screen

a Iowa DHS Birth Certificate Yerification - Edit Request - Microsoft Internet Explorer provided by State of [owa

File Edit Wiew Favortes Tools Help

=18l

$Back + = - (D 7t | Qisearch [GlFsvorites EfMedia £4 | S =

Address I@ https:{{dhssecure. dhs.state.ia.usfbevtest [DHSWorkerEditRequest . asp:

j 6o ‘Llnks 4

=
B Individual Information
Information on file with DHS
Last Mame First Mame Gender Date of Birth
[NGUYEN [ | |znznsio
Infortration as it appears on birth certificate
Last Mame First Name IMiddle Mame, if known Gender Date of Birth
[NGUYEN [van [Female =l |1znznsm =
County of Birth C /City Took 1
I—Y—_,DE ~Bonton = Couniy/City lookup tool
B Mother's Full Maiden Name
Mother's Maiden Last MName IMother's First Matne IMother's MWiddle MName, if nown
[NGUYEN [THAN [
B Comments

E
[
B Update Your Request!
Before you update your request please double-check all entries for correctness and make any corrections!
Please select one of the following options:
Update this request
Reset this request 2
Cancel this request.
[
&y T8 (@ nternet

The EDIT REQUEST screen consists of the following seven sections:

DHS Worker Information or Clinic Worker Information
State ID

DHS Information

Individual Information

Mother’s Full Maiden Name

Comments

Update Your Request!

® & 6 O O o o

lowa Department of Human Services Employees’ Manual



Title 14: Management Information Page 24
Chapter C(2): Birth Certificate Verification (BCV) System Information Screens
March 30, 2007 Edit Request Screen

DHS Worker _Information or Clinic Worker _Information

For Department staff, this section contains two fields that use dropdown
boxes for staff to select the appropriate information. These fields are:

¢ WORKER COUNTY, used to select the worker’s county.
¢ WORKER NUMBER/NAME, used to select the worker’s number and name.

For clinic staff, this section contains the following fields:

¢ WORKER CLINIC displays the worker’s clinic name. This is system-
determined based on the Account ID and Password entered in the Sign In
screen.

¢ WORKER NUMBER/NAME is used to select the worker’'s number and name
utilizing a dropdown box. Based on the account ID and password of the
person signing in, the system will display a dropdown box listing all
worker names and worker numbers within that family planning agency for
the worker to choose from.

State ID

The “State ID” section contains the read-only STATE ID field that displays the
state identification number of the person whose records are being searched.

DHS Information

The “DHS Information” section is used to determine the priority of the
request to be sent. This entry can be changed when editing or resubmitting a
request. It contains two selection circles and one field, as follows:

¢ NORMAL is selected when processing reviews. The system defaults to
Normal priority.

¢ HIGH is selected when processing new applications, lowaCare renewals,
lowa Family Planning Network renewals, and Medically Needy re-
certifications by clicking in the circle.

¢ CASE NUMBER is an optional field viewable by DHS staff only. This field is
used to enter the case number when the worker needs to group several
birth record requests from the same household together. Case numbers
should be entered without dashes.
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Individual Information

The “Individual Information” section is used to enter the person’s information
to be used in the search process. It is divided into the following subsections:

¢ Information on File with DHS. The data displayed in the section
Information on File with DHS area is the information currently on file for
the person with the requested state identification number.

The fields in this section are “read-only” and cannot be changed. They
are:

e LAST NAME displays the person’s last name.

e FIRST NAME displays the person’s first name.

e GENDER displays the person’s gender.

e DATE OF BIRTH displays the person’s date of birth.

¢ Information as it Appears on Birth Certificate. Fields under the
Individual Information section are as they appear on the birth certificate
may or may not be pre-filled. All pre-filled fields can be changed.

Enter or change information about the client as the client believes it
appears on the birth certificate. Last Name, First Name, Gender, Date of
Birth, and County of Birth are required fields.

Change the name as appropriate. Changes in BCV will not change the
state ID data. Update state ID information in the usual manner in ABC.

Middle name should be entered if it is known. Date of birth cannot be a
future date.

1. ‘Elizabet’ is pre-filled in the First Name field because DHS systems do
not allow a first name to be greater than eight characters. Change
the first name to ‘Elizabeth’ before submitting.

2. ‘Jerry’ is pre-filled in the First Name field but his given name is
‘Gerald’. Change the first name to ‘Gerald’ before submitting.
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The fields and link are:
e |LAST NAME is where the last name is changed.
e FIRST NAME is where the first name is changed.

e MIDDLE NAME, IF KNOWN is where the middle name is entered or
changed.

e GENDER is where the gender is changed by using a dropdown box.

e DATE OF BIRTH is where the date of birth is changed. There is a
calendar icon located to the right of this field. Click on the calendar
icon to open it and select the appropriate month, day and year of birth
by using the dropdown boxes or scroll arrows.

e COUNTY OF BIRTH is where the county of birth is changed by using a
dropdown box.

e COUNTY/CITY LoOKUP TooL is used when a client knows the town or
city they were born in, but they do not know the county. Clicking on
this link will open a new window for www.RootsWeb.com. Be sure to
enter IA as the state you are searching or the system will return cities
for every state.

Mother’s Full Maiden Name

You may change the mother’s name. The mother’s full maiden name is a
vital piece of information used to search for an lowa birth record match.
Complete all fields, if possible, and pay close attention to the correct spelling
of each name. For example: If a mother is known as ‘Margie’ but her given
name is ‘Margaret’, enter ‘Margaret’ in the First Name field.

The fields are:

¢ MOTHER’S MAIDEN LAST NAME is where the mother’s maiden last name is
changed.

¢ MOTHER’S FIRST NAME is where the mother’s first name is changed.

¢ MOTHER’S MIDDLE NAME, IF KNOWN is where the mother’s middle name is
changed.
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Comments

Use the Comments section to include additional information that might aid
IDPH in the search, such as:

¢ The father’'s name, or

¢ A birth certificate number from an unofficial copy of the individual’s birth
certificate.

Worker entries in the Comments field are limited to 450 characters.
IDPH may send back information that will show in the Comments field.
Between the IDPH comments and the DHS/FP comments, you will see
*** BEGIN DHS COMMENTS ***,

Update Your Reguest!

Double-check entries for correctness and update a request by selecting the
applicable option.

This section contains the following links:

¢ UPDATE THIS REQUEST is used to update the request once the necessary
changes have been entered. Clicking on this link generates a pop-up box
stating “Record for State ID XXXXXXXX Client Name has been updated”
and returns the user to the SUMMARY screen.

¢ RESET THIS REQUEST is used when you do not want to update the request
with the new information. Selecting this option will restore the EDIT
REQUEST with the information previously entered before you clicked on
the EDIT or REsuBMIT link on the SUMMARY screen.

¢ CANCEL THIS REQUEST is used to cancel all entries and returns you to the
SUMMARY screen. When this option is chosen, a pop-up box appears
stating “Are you sure you want to cancel the request for State 1D
XXXXXXXX Client Name?” Click on “ok” to cancel the update. Click on
“CANCEL” to return to the EDIT REQUEST screen

Note: Clinic workers will not see the CASe NUMBER field in the “DHS
Information” section. The footer will also change to display family planning
clinic information.
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Completing and Submitting a Request

Birth Certificate Verification Case Actions

The Birth Certificate Verification system allows the following case actions:

Completing and submitting a request

Deleting a request

Modifying a reguest

Printing request verification details

Searching for a state ID

*® & & O o o

Viewing request details

Completing and Submitting a Reguest

Before submitting a birth certificate request, you must complete a successful state
ID search. See Searching for a State ID. Then use the following procedure:

Steps

Action

1

On the NEW REQUEST screen, complete the following fields:
¢ DHS Information

e PrioriTY: Select either “Normal” or “High,” based on the type of
document being processed.

e Case NumBER: Enter the case number if your request is to search
for more than one person on the case.

¢ Individual Information

e Information on File with DHS: Review the system-populated
information in these fields:

=  LAST NAME

=  FIRST NAME

=  GENDER

=  DATE OF BIRTH

e Information as it Appears on Birth Certificate: Enter the
applicable information in these fields:

=  LAST NAME

=  FIRST NAME

= MIDDLE NAME, IF KNOWN
=  GENDER

=  DATE OF BIRTH

=  COUNTY OF BIRTH
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Completing and Submitting a Request

Steps

Action

¢ Mother’s Full Maiden Name

e Mother’'s Maiden Last Name
® MOTHER’S FIRST NAME
® MOTHER’S MIDDLE NAME, IF KNOWN

¢ Comments: Enter any additional information that will help IDPH
staff complete the search.

After completing all entries, review the entries for correctness and
select one of the following submission options:

¢ SUBMIT THIS REQUEST is used when you make a single request.
Clicking on this link submits the data and returns a blank NEW
REQUEST screen.

4 SUBMIT THIS REQUEST AND CARRY-OVER CASE NUMBER TO THE NEXT
REQUEST is used when a DHS worker has several people in the same
household to verify, some with different mothers, and wants to
receive verification for all of them in a group. To do this, a case
number must be entered in the “DHS Information” section.

Clicking on this link submits the data and returns a NEW REQUEST
screen with the case number entry displaying and the “Mother’s Full
Maiden Name” section blank.

¢ SUBMIT THIS REQUEST AND CARRY-OVER CASE NUMBER AND MOTHER’S
MAIDEN NAME TO THE NEXT REQUEST is used when a DHS worker has
several people in the same household with the same mother to
verify and wants to get verification for all of them in a group. The
case number must be entered in the “DHS Information” section.

Clicking on this link submits the data and returns a NEW REQUEST
screen with the case number and “Mother’s Full Maiden Name”
entries displaying.

¢ CANCEL THIS REQUEST AND RETURN is used to cancel all entries. A
pop-up box states “Request canceled for State ID XXXXXXXX.”
Clicking on “ok” returns you to a blank NEW REQUEST screen.
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Steps Action

Successful submission of a request results in a pop-up box stating,
“Request was submitted for State ID XXXXXXXX.” Click on “oK” to
return to the system.

Unsuccessful submission of a request results in a pop-up box stating,
“Request failed for State ID XXXXXXXX.” Click on “ok” to return to the
system.

Note: Clinic workers will not see the CAse NUMBER field in the “DHS

Information” section and will not see Options 2 and 3 in the “Submit
Your Request” section. The footer will also change to display family
planning clinic information.

3 When you are finished with all requests, click on “LoGouT” to return to
the DHS HOME page.

Deleting a Request

To delete a request before it is sent to IDPH for processing, use the following

procedure:
Step Action

1 Access the SUMMARY screen to view your requests. Be sure to click on
“REFRESH LIST” if you are selecting “Requested” records only.

2 Locate the state ID request that needs to be deleted and click on
“DELETE.” A pop-up box will appear with the question “Are you sure you
want to delete the record for Client Name with State ID = XXXXXXX?”
Click on “YES” to delete the request and return to the SUMMARY screen.
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Editing or Resubmitting a Reguest

When you become aware of an error or needed change to a submitted request,
use the following procedure:

Step Action
1 Access the SUMMARY screen in the BCV system and locate the desired
state ID request.
2 Check the status of the request and follow the appropriate option as
listed below:
¢ Requested: Click on “EDIT” to go to the EDIT REQUEST screen. Go
to Step 3.
¢ Completed with Invalid Citizenship: Click on “ResusmIT” to go to
the EDIT REQUEST screen. Go to Step 3.
¢ In Process: Wait until a response is received back from IDPH. The
status will change to “Processed.” Follow directions listed below for
Processed.
¢ Processed: Print the “Proof of Citizenship Report” by clicking on
the “Print” link. The status will change to “Completed.” Click on the
“Resubmit” link to go to the EDIT REQUEST screen.
3 On the EDIT REQUEST screen, make any necessary changes and select
one of the following options:
¢ Update this Request: Updates the request and submits or
resubmits it to IDPH.
¢ Reset this Request: Resets the EDIT REQUEST screen to
information that was entered before you clicked on the “Edit” or
“Resubmit” link.
¢ Cancel this Request: Cancels the request and returns you to the
SUMMARY PAGE.
Go to Step 4.
4 When you are finished working in BCV, click on “LocouTt” to exit the
system.
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Printing Reguest Verification Details

Once IDPH has completed the search and returned the results, DHS workers will
receive an automated e-mail. Note: At this time, only IM workers are able to
receive the automated e-mails.

The e-mail will contain the number of records that have been processed and the
worker number and county for whom the request was processed. See the bold
areas in the following sample e-mail:

| i Birth Certificate Yerification System Notification - Message (Rich Tert) E Jg ﬂ
JFiIe Edit Wiew Insert Format Tools Actions Help |
JAnaI A|B 1U|r iT &

.Send|n§| b E||% ] |.§«‘ tl ‘ ¥ |.Ogt|0ns |@,
- From... I

Togis I

e ||

Subject: |Birth Certificate Yerification System Motification

DO NOT REPLY TO THIS MESSAGE! This is an automated message from the Birth Certificate Venfication System (BCY). You hawe 12 ]
records that are marked as processed from lowa Department of Public Health. These records were entered for Worker ID: GMAT in county
numpber 77. The BCY systemn is located at hitp:fdhssecure dhs state ia us/bcy. IFyou have any questions, please contact the SPIRS Help Desk.”

/|

The e-mail message is generated specific to the worker receiving the e-mail. The
e-mail goes to the worker who was logged into BCV and created the records, not
necessarily the worker associated with the worker ID.

Worker CMAO enters requests on behalf of workers CMA1, CMA2, and CMA3 in
Dallas County. If all of those records are returned the next day, CMAO will receive
three e-mails: One telling how many records came back for CMAL in County 25,
one for CMA2 in County 25, and one for CMA3 in County 25.

The e-mail contains a link to access the BCV system so you can view the
processed requests and print the “Proof of Citizenship Report.”
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Printing Request Verification Details

To print the “Proof of Citizenship Report” for a request with a “Processed” status or
another copy of the report for a request with a “Completed” status, use the
following procedure:

Step

Action

1

Access the SUMMARY screen and locate the desired state ID request.
Click on PRINT to open the “Proof of Citizenship Report” in a new window.

Review the “Proof of Citizenship Report” then click on the Print icon

#=. . This will open the Print dialog box.

In the Print dialog box click Ok to close the dialog box and print the
report.

After the report has been printed, close the report window by clicking the
‘X" in the upper right hand corner of the window. You will return to the
SUMMARY screen and the status of the request will have changed from
“Processed” to “Completed.” Go to Step 5.

File the printed “Proof of Citizenship Report” in the case record.
Additionally, IM workers will need to enter the correct code on the
person’s ABC TDO3 screen unless the person is only a Family Planning
Waiver (FPW) individual.

For FPW individuals, both IM and Family Planning Clinic workers will need
to verify that the FPW system correctly displays “Birth Certificate” in the
dropdown box for “How was citizenship verified? This needs to be done at
application and review approval.

On the SUMMARY screen, you can either:
¢ Select another report for printing, go to Step 1, or
¢ Select LocourT to exit the BCV system.
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Searching for a State 1D

The Birth Certificate Verification system requires you to complete a search using a
valid state ID. To complete the search use the following procedure:

Step Action

1 Access the NEW REQUEST screen by selecting the “New REQUEST” link on
the BCV HOME page.

2 Make entries in the following fields:
¢ WORKER COUNTY

¢ \WORKER NUMBER/NAME

¢ STATEID

Click on “SEARCH.: Results for a state ID number search will be one of the
following:

¢ A state ID match is found in the DHS system. BCV will enable the
following sections for worker entry:
e DHS Information
e Individual Information
e Mother’s Full Maiden Name Information
e Comments
e Submit Your Request!

The state ID-related data will automatically be filled in the “Individual
Information” section.

¢ A state ID match is not found in the DHS system. You will get
an informational message that says, “State ID not found.” See
14-B(7), EMAP-RELATED MEDICAID CASE ACTIONS, and 14-B(9),
SSI-RELATED MEDICAID AND FACILITY CASE ACTIONS, for
information about assigning a state identification number.

¢ The state ID has already been entered in the BCV system. You will
get an informational message that says, “There is a request on file for
this State ID with a status of”’(current status) by (ID of user that
submitted the request) for worker (worker ID).”

Contact the user whose identification number is listed so you can
share the information obtained from IDPH.
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Searching for a State ID

Step

Action

¢ The state ID is present in the citizenship system. You will get an

informational message that says “Record found for this State ID in the
Citizenship Database.”

Check ABC or FPW to see what the entries are for citizenship. If there
are entries already in the citizenship database, there should be no
need to request information through BCV.

There are problems with the citizenship database. You will receive an
error message that says “Problems with the Citizenship Database.”

If you are an IM worker, contact the SPIRS Help Desk.
If you are a family planning clinic worker, e-mail the IFPN Help Desk
at IFPN@dhs.state.ia.us.

A technical system error occurs when looking up the state ID in the
DHS system. The error message says “System lIssue — (Error
Number) Please contact SPIRS at 1-800-645-2987 or at 281-3572 if in
the Des Moines area.”

Based on your search results message, you will use one of these options:

L

If the search is successful and you want to complete a request, go to
Completing and Submitting a Request.

If you want to search for another state ID number, click on “CLEAR
FORM AND SEARCH AGAIN.” Enter the new state ID and click on “SEARCH.”

If you are finished with the BCV system, click on “LoGour.”

Viewing Reguest Details

Step Action

1 Access the SUMMARY screen and locate the desired state ID request.
Click on “ViIEw” to open the DETAILS screen.

2 On the DETAILS screen, review the information concerning this request.
You cannot change the information.

3 When you are finished, select either:
¢ RETURN TO PREVIOUS SCREEN to return to the SUMMARY screen, or
¢ LoGourT to leave the BCV system.
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CHESTER J. CULVER, GOVERNOR DEPARTMENT OF HUMAN SERVICES
PATTY JUDGE, LT. GOVERNOR KEVIN W. CONCANNON, DIRECTOR

March 30, 2007

GENERAL LETTER NO. 14-C(2)-1
ISSUED BY: Field Operations Support Unit
SUBJECT: Employees’ Manual, Title 14, Chapter C(2), BIRTH CERTIFICATE

VERIFICATION (BCV) SYSTEM, Title page, new; Contents (page 1),
new; and pages 1 through 35, new.

Summary

This letter transmits Title 14, Chapter C(2), a new chapter of the manual describing the
Birth Certificate Verification (BCV) System.

Effective Date

Upon receipt.

Material Superseded
None.

Additional Information

Refer questions about this general letter to your area income maintenance
administrator.

1305 E WALNUT STREET - DES MOINES, IA 50319-0114
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